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ABSTRACT 



This bilingual curriculum was developed by job search 
counselors at a Seattle nonprofit social service agency in conjunction with 
Washington state's welfare reform initiative, WorkFirst. The workshops were 
30 -hours long and were given over a 2 -week period. The classes were conducted 
in the students' native language, as well as in English by an 
English-as-a-Second-Language (ESL) teacher. The units cover an entire range 
of work search activities as well as job retention skills and worker rights. 
Group work is an integral part of the job search workshop. As clients work 
together and share their concerns, they provide support for each other and 
develop team work skills that are valued by employers. The workshop is 
divided into 10 units, plus appendices. Covered topics include the following: 
an introduction to purpose, topics, and goals of the workshop; cultural 
differences; changes in welfare laws; the identification of job skills; a 
description of entry-level jobs; resources for locating job listings; job 
hunting; application processes; interview practice; resume writing; 
identifying what employers are looking for; qualities of effective workers ; 
keeping a job; making money, benefits, workers rights, and unions; starting 
the new job; and changing jobs and career ladders. Useful forms are included. 
(Adjunct ERIC Clearinghouse for ESL Literacy Education) (Author/KFT) 



Reproductions supplied by EDRS are the best that can be made 
from the original document. 
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JOB SEARCH WORKSHOP CURRICULUM 



Prepared for the Refugee Federation Service Center with the support 

of the Private Industry Council 



This curriculum was developed to be used by the bi-lingual Job Counselors at 
the Refugee Federation Service Center (RFSC) in their Job Search Workshops 
with refugees in conjunction with the requirements of WorkFirst. The workshops 
were 30 hours long and were given over a two week period; roughly 3 hrs/day 
for 2 weeks. The classes were given in the clients’ native language. At some 
RFSC sites, four of these workshop days were conducted by an ESL teacher in 
English only. 

The units cover the entire range of work search activities as well as job retention 
skills and workers’ rights. It was intended that the counselors would use what 
was needed for their particular group. Since the lessons were not given in 
English they were not designed as ESL lessons although there is a strong 
language learning component throughout. 

Lastly, group work is an integral part of the Job Search Workshop. As clients 
work together and share their concerns they provide support for each other as 
well as develop the team work skills that are so valued by employers. 








U.S. DEPARTMENT OF EDUCATION 
Office of Educational Research and Improvement 
EDUCATIONAL RESOURCES INFORMATION 
CENTER (ERIC) 

his document has been reproduced as 
received from the person or organization 
originating it. 

Minor changes have been made to 
improve reproduction quality. 



Points of view or opinions stated in this 
document do not necessarily represent 
official OERI position or policy. 




Carole Ferraro 
1998 



PERMISSION TO REPRODUCE AND 
DISSEMINATE THIS MATERIAL HAS 




TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC) 



I BEST COPY AVAILABLE 



2 



PURPOSE OF JOB SEARCH WORKSHOP 

INFORMATION 



To help clients understand the rules and requirements of welfare reform. 

To teach job search skills, such as how to fill out job applications, W-2 forms, 

To teach time management. etc. 

To teach budget management. 

To explain employer and RFSC expectations. 

To introduce possible jobs and help clients to be realistic. 

To help clients identify their interests, skills and job preferences . 

To explain the different job search methods. 

To teach interview techniques. 

To help clients understand how to do their individual work search and report to 
their counselors. 

To teach how to speak and act in a group. 

To explain American workplace expectations, such as, calling the employer 
when unable to go to work because of sickness. 

To teach people how to identify and bring their skills to the American job market. 

SERVICES 

To inform clients about the different services available, Job Search, short term 
training, WEX, community service, child care, transportation, uniforms, etc. 
To explain about the 50% Income Disregard. 

To connect clients with different long term resources for learning English. 

EMPOWERMENT 

To motivate clients to be ready or prepared for an interview. 

To help build self-confidence; not to feel victimized. 

To help clients understand and accept changes in Workfirst; help them see that 
DSHS money is public/ tax-payers’ money. 

To help clients help each other work out solutions to their problems. 

To help clients understand their own responsibilities. 

To help build self-confidence and motivation by showing clients howto set goals, 
make a career plan, go towards self-sufficiency and independence. 

To build trust among job developer, counselor and clients. 

To introduce English words and phrases clients must know for work. 

To help clients talk about their barriers to work and begin to look for solutions. 

To provide a respectful place to learn and get along. 

To bring people together to share among themselves and support each other. 

To help clients learn how to use a first job as a step to a better job. 

To teach self-esteem. 



The outcome is to become self-sufficient! 



p.28 



Unit 8: Keeping a Job 

Communication skills: 

mistakes on the job 

showing that you understand: giving feedback, interrupting, 
asking for focused repetition, asking for meaning, 
checking information 
make polite requests 
explain absences from work 
ask for a change in schedule 
report a problem 
Work performance evaluations 

Unit 9: Making Money; Benefits; Workers’ Rights; Unions p.40 

Work schedules, pay, deductions, benefits 
Labor unions, workers' rights, discrimination 
Employment related forms: 

1-9 Employment Eligibility Verification 

Unit 10: Commencement/ Beginning p.46 

Review the steps in a good job search 
Job Search Tools Checklist - get organized 
Document the job search 
Changing jobs and career ladders 
Certificate of completion 

APPENDIX 

Bibliography 

Document Discrimination - Worker Can Choose Which Documents to 

Show 

Entry-Level Jobs Available in the United States 
Occupational Descriptions 

Occupational Safety and Health - Garment Workers Make Company Fix 

Problem 
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Unit 4 Job Hunting - How To Apply p.13 

Job search activities 

How to inquire about a job and ask for an application 
Filling out job applications 
You’re Hired video 

Unit 5 Application Process Continued p.18 

Continue to practice filling out job applications. 

Participants rate each others’ applications. 

Fill out a Personal Information Form 
Problem solving in the application process 
You’re Hired video 

Unit 6: What Are They Looking For? p.21 

What employers look for 
Identify personal qualities 
Resumes 
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Unit 7: Can You Do a Good Job? p.26 

Qualities of effective workers 
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Practice interviews 

Interview follow-up: a thank you letter or phone call 



Unit 1 Why Are We Here? 



OBJECTIVES 
Participants will: 

- be introduced to the Job Search Workshop: purpose, topics, goals 

- share and discuss ideas about culture and begin to understand 

cultural differences around work. 

- understand and discuss changes in welfare. 

- begin to identify barriers to their goals. 

MATERIALS 

Handouts. Getting to Know Each Other 
Becoming Bi-Cultural 
Welfare Reform 
Emotions 



Warm Up: Introductions 

1 ) Facilitator introduces her/himself and describes the purpose of the Job 
Search Workshop as a place to learn about work: how to choose a job, how to 
find a job, and how to keep a job. 

2) Facilitator introduces her/himself: where she/he is from, how long in 
Seattle, their job before, job now, number of children. 

1 . Activity: Getting to Know Each Other 

Purpose: It is important that participants are able to share with each other in this 
workshop. Throughout the following units and activities participants should be 
encouraged to work together. The goal is to create a safe place for participants 
to express whatever they feel. And a supportive, cooperative group will be able 
to help each other in and out of the classroom. 

Also, even though the workshop is presented bi-lingually it is very 
important to expect simple tasks to be carried out in English. Filling out forms 
and grids is also good practice for filling out work forms. 

1 ) Participants ask each other questions and fill in a grid in groups of four. The 
group chooses one participant to be the writer and another to be a speaker. 

2) A speaker for each group will talk about his/her group, looking for similarities 
and differences, using English sentences where possible. 



2A. Activity: What is culture? 

Purpose: It is important for participants to understand that they do not need 

to agree with and adopt everything from U.S. culture. This activity is planned to 
help begin the discussion that will continue throughout the remaining classes 
about becoming bi-cultural. This process is not easy and presents many 
challenges. It is the role of the facilitator to help participants talk about the 
process and offer encouragement. In the end people can gain a great deal as 
they take and build on the best of both cultures. 

1 ) Facilitator presents these ideas to the class: 

Culture is knowledge, beliefs, and behavior shared by a group of people. 
There are many races and cultures in America so it is not possible to say that all 
Americans share the same culture. America is often describes as a culture of 
cultures. Yet Americans themselves talk about a “mainstream”, U.S. culture 
that is shared by a majority of Americans. Learning a new culture is hard work. 
Adapting to different ways of doing things can be tiring and, at times, frustrating. 
Just as we speak of language learning, we can also speak of culture learning. 
Both language learning and culture learning take time. 

2) Handout: Becoming Bi-Cultural 

Participants are asked to fill in and discuss as a group: 



2B. Activity: You Can Choose 

Purpose: To help participants understand that: 

a. ) they can choose which customs to adopt and add to their own 
culture. They can adopt some customs and behaviors for some situations only. 

b. ) that they are in the process of becoming bi-cultural. 

1 . Participants discuss these questions in groups of four. 

2. Facilitator writes the responses on newsprint. 

1 . What customs in U.S. do you like ? 

2. What customs in U.S. make you feel uncomfortable ? 

3. What customs in U.S. do you not understand? 

4. What customs from vour country are you proud of? 

5. What customs from vour country are you not proud of? 
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3. Discussion/ Reading: Welfare Reform 

Purpose: To help participants understand the recent past and current situation 
around welfare reform. 

Handout: Facilitator reads and explains; participants read if they can. 
Participants answer some True or False questions to see if they understand. 

4. Follow-up Discussion : Welfare: Good or Bad? 

Purpose: To give participants the opportunity to give their opinions and 
suggestions about welfare. 

Have participants discuss the pros and cons of welfare. It is important to see 
both sides - welfare helps people but it is only temporary. Some people may 
need assistance for a longer time than others. Everyone is better off if they 
work. 

5. Activity: Hopes and Dreams 

Purpose: To help participants express the hopes and dreams they have for 
themselves and their families. To encourage participants to see their current 
situation as an opportunity to take steps towards reaching these dreams. Stating 
one’s dreams or desires is important in goal setting. Having a strong desire for 
success or reaching one’s goal can help people endure difficulties. This idea 
needs to be repeated especially when the present task seems very difficult! 

- Ask participants to answer the following questions and talk about them 

with a partner. 

- Give out Emotions Handout. 

- Ask for volunteers to share with the group. (Some people may be 

reluctant to share personal information.) 

1 . How did you decide to come to the Seattle area? 

2. What did you expect before you came to Seattle? 

3. What did you find? Were you surprised, disappointed, satisfied, happy, sad, 

angry? (Participants can refer to Emotion Handout to practice English.) 

4. What dreams did you have for yourself and your family before you came to 

the U.S.? 

5. Have your dreams changed? How did they change? How are they the 

same? 
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6. Activity: When I have a job I can 

Purpose: To conclude the day’s activities on a positive note. Participants will 
begin to express simple, immediate, short term goals. 

Participants finish the sentence, "When I have a job I can 

Facilitator asks for participant responses and writes them on the board or on 
newsprint. This list represents a collection of all the reasons for this workshop! 

Barriers : Participants may begin to talk about reasons that they cannot reach 
their dreams. Begin to record these barriers on a Barriers to Employment 
sheet of newsprint on the wall. These barriers will be addressed as the 
workshop continues. 

Tomorrow: We will talk about what you already have to get a good job, 
what you need and what is in vour wav (barrier) . 
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Becoming Bi-Cultural 

What do these words and ideas mean to you? 
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breakfast 








a long trip 








borrowing 

money 








a good 
wife/husband 








clothes 








work 
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Welfare Reform 



Welfare began in the United States in the 1930’s after the Great 
Depression. There were not many jobs and very little money. The government 
started helping people because millions of Americans were out of work. 

Now, there are many jobs and the United States is economically very 
strong. The government and the American people do not want to give people 
money if they can work. So, on August 22, 1996 President Clinton signed the 
Welfare Reform Bill. $54 billion will be cut from welfare programs over six years. 
Before, welfare programs, called Aid to Families with Dependent Children 
(AFDC), was guaranteed to everyone who was eligible. The new name for 
welfare is Temporary Assistance to Needy Families (TANF). 

The welfare reform bill says that nobody can get welfare for more than 
five years or 60 months in their life. The number of months will be counted from 
August 1 , 1 997. People who get welfare will be required to look for a job while 
they are on welfare. They will need to try to get a job, fill out job applications 
and send resumes. Now each state controls their own welfare programs. The 
welfare program in Washington State is called WorkFirst. 

There are cuts in the Food Stamp and SSI programs for some people. 

SSI is for people who are sick or disabled. People who arrive in the United 
States after August 22, 1996 will not be able to get SSI benefits or Food Stamps. 
If a person is cut from SSI benefits, they may be able to get money from another 
program called GAU (General Assistance Unemployable). This is less money 
than SSI, about $339 a month and $215 for medical expense. 

There are some exceptions to the cuts in Food Stamps and SSI. 

Refugees who have been the U.S. less than five years can still get Food 
Stamps. If a refugee or immigrant becomes a citizen, they can continue to get 
SSI and Food Stamps. If you have worked for more than ten years in the U.S., 
you can continue to get Food Stamps and SSI. 

Circle (T) for True and (F) for False 
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1 . Refugees in the U.S. three years can have Food Stamps cut. T 

2. Citizens cannot get Food Stamps cut. T 

3. People who work 8 yrs. in the U.S. can be cut from Food T 

Stamps. 

4. People who come to the U.S. in 1998 can get welfare. ( T 

5. People who are disabled can be cut form SSI. T 

6. The welfare program in Washington State is called T 

Temporary Assistance to Needy Families (TANF) 



v. 16 



F 

F 

F 

F 

F 

F 



Aggressive ' Anxious Arrogant Bashful Blissful Bored Confident 










17 




Unit 2 What Can I Do? What Are Skills? 



OBJECTIVES 
Participants will: 

- identify and speak about their transferable skills. 

- identify what they want in a job, job vaues 

- identify barriers to work and work together to find solutions. 

MATERIALS 

Handouts: You Are Not Alone 

TRANSFERABLE SKILLS 
SKILLS 

WHAT I LIKE IN A JOB 
Perceived Barriers to Employment 
Occupational Descriptions (see Appendix) 



Warm up: Read You Are Not Alone to participants. If possible two participants 
can read the dialog. Ask participants what they think Tarig will say. Ask how 
many participants have work experience and how many do not. Explain that 
those who have worked have job experience and those who have not have 
transferable skills that they can use on a job. This leads to Activity 1 . 

1. Activity: Transferable Skills 

Purpose: To explain about transferable skills and to guide participants into 
identifying some that they can talk about. It is important that this activity result in 
a short list of job skills and transferable skills that each participant can talk about 
in simple English. This prepares the way for interview questions and resume 
writing. 

What Can I Do? 

Facilitator explains: 

1 . A skill is simply is something we can do. 

2. Some skills are job skills . They are specific to a job like operating a 

fork lift. 

3. Other skills are transferable skills These are skills we take from one job 

to another and are often skills we learn from life. Operating 
machinery is a transferable skill, as is teaching (parents teach their 
children) and problem solving. 

Checklist : Facilitator goes over TRANSFERABLE SKILLS checklist with 
participants. Explain that these are only a few of hundreds of transferable skills. 
Facilitator describes each one and the participants check off their skills. 



2. Activity: Success Stories 

Purpose: To help participants give examples of their transferable skills. Again, 
this is best done in English to prepare for interviews. 

1 . ) Participants are asked to think of a particular success they have had in their 

lives, something they were and still are very proud of. This can be as 
simple as organizing a special meal, playing a winning game, making a 
dress, building something. For many participants stories out of their 
experience concerning leaving their country and surviving as refugees in 
camps are full of examples of their resourcefulness and skills. 

2. ) The facilitator models the process and tells about a personal success story. 

The facilitator points out the skills needed for this success. 

3) Participants are asked to share their success to a partner. The partners will 

then help each other name the skills that they used. 

4) Each pair of participants shares their stories and skills with the group. The 

group can then add additional skills that might have been overlooked. 
Each participant writes down these skills until everyone has had a turn. 

3. Activity: Skills List: 

Purpose: To help participants write down and practice saying, what their skills 
are. See the Occupational Descriptions in the APPENDIX for specific job skills. 

Facilitator helps participants (and participants help each other) write down in 
English what their job skills are from former jobs. This will be very helpful in 
filling out applications and writing resumes. 

4. Activity: What I Like in a Job 

Purpose: To help participants decide on a job objective. It’s very important NOT 
to say, “I want any j ob.” Even if a person is willing to do many things he/she 
must think about what he/she likes and doesn’t like in a job. This helps narrow 
the field a little and ensures that the person will not find themselves in a job they 
dislike. 

1) Facilitator explains vocabulary. 

2) Participants check off their choices and rate them in order of 

preference. 

3) Facilitator helps participants wrtie their job values statement. This 
statement should be in sentence form in English. 

4) Participants share their top choices (Ts) with a partner. They talk 
about their differences and similarities. 

5) Ask participants to think about what jobs have these job values and to 
make suggestions for each other’s job choice. 

6 
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5. Discussion and Activity: Perceived Barriers 

Purpose: To look at why people think they cannot work and to encourage the 
participants to help each other find solutions to their perceived barriers. To 
assure the class that together we can find solutions. 

To let participants know that if we cannot solve a particular problem in 
class, then the facilitator will go to other resources for help. These hard to solve 
problems get added to the Barriers to Employment sheet began in Unit 1 . 

Also, if many people have the same barrier explain that it may be systemic, or 
part of a bigger problem in the community, like problems with transportation. 
Again, these too can be solved but in another way. You can put the hard to 
solve, more systemic problems on a separate sheet marked Parking Lot. 
Remind the class that there are many agencies involved in helping them make 
the transition to employment. 



2) Give participants the Perceived Barriers To Employment worksheet. 

Explain that these are called ‘perceived’ barriers because these are 
barriers we ‘think’ we have. Sometimes what looks like a barrier to one person is 
simply a situation to another who can easily see a solution. This is the reason 
we share our ‘perceived’ barriers. 

Explain each barrier and have participants check off their perceived 
barriers. Participants share their lists in pairs. Ask participants to listen carefully 
to each and offer suggestions. 

3) Collect the participants’ Barrier worksheets. Tell them you will look at these 
again at the end of the workshop to see if these are still barriers! 
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You Are Not Alone 

Two women meet in the supermarket. Taria and Phuona are neighbors and their children go to 
the same school. 

Taria : Hello, Phoung. How are you doing? 

Phuono : Oh! Taria. it’s good to see you. I’m fine. 

Taria : I haven’t seen you at the bus stop for a while. 

Phuono : I’ve been very busy looking for a job. I go to a job search class every 
morning. I really want to work. 

Taria : I know some people who found jobs. But they worked a short time and 
then they were laid off. They never got benefits. I don’t want to do that. I have 
medical coupons nowand I know howto live on very little money. 

Phuono : Sometimes people get laid off. But working for even a little time will 
give me experience. 

Taria : But what about health insurance? 

Phuono : After you find a job you still get medical coupons for one year. Then 
you can apply for Washington Basic Health. That is inexpensive medical 
insurance. I really want to work so that I can save money to buy a car. 

Tario : I agree. It is very hard to say ‘no’ to my children every time they ask for 
something new. But I have never worked. What can I do? 

Phuono : There are many entry level jobs you can do now. You need to learn 
about different kinds of work and choose something you like to do. 

Taria : But what can I do? I have no experience? 

Phuono : Why don’t you come with me to the workshop? You are not alone. 
Many people have no experience. But you can still do many things. And people 
will show you what to do when you get a job. 

In the Job Search Workshop we help each other with our problems. And 
if we cannot find an answer together our counselor knows where to go for help. 
Then our problems are not so big! 

Tario : 
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TRANSFERABLE SKILLS 



Transferable skills are skills from your total life experience: from past jobs, 
volunteer, military and family^ experience. Most adults have over 500 skills[ 

1 . Place a check next to the skills you have. 

2. Circle your five strongest skills. (These will be the skills you will want 
to talk about in your job interviews and put on your applications and resume.) 

□ Assemble things 

□ Cook and serve food 

G Drive or operate vehicles 
G Repair things 

□ Count things 
G Manage money 
G Use tools 

O Speak to groups 
G Order goods and supplies 
O Design or invent things 
G Grow things 
O Teach others 
O Listen 
G Artistic 
O Help others 
O Make decisions 
O Counsel others 
G Sell things 
G Solve problems 
G Work in a team 
G Plan ahead 
G Use machines 
G Care for children or old people 
G File records 
G Examine things 
G Lead or supervise others 
G Care for sick people 
G Perform, act 
G Locate information 
G Construct/ repair buildings 



SKILLS: 

1 can 

Job Skills: Transferable Skills: 
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WHAT I LIKE IN A JOB 



Rate the job values below on a scale from 1 to 4: 

1 = very important 2 = important 3 = not very important 4= not important at all 





Work outdoors 




Work indoors 




Work with numbers 




Use my mind (mental abilities) 




Use my hands (physical abilities) 




Have steady work 




Have friends on the job 




Be part of a team 




Earn good money 




Travel for my work 




Have good benefits 




Help others 




Work the same hours each day 




Work flexible hours 




Work with people 




Work with things 




Work by myself 




Supervise others 




Have a job where 1 can get ahead 




Stay busy 




Do or make something important 




Use what 1 already know 




Learn new things 




Do many different things 




Do one thing at a time 




Dress up for work 




Don’t have to dress up 




Work with machines 




I prefer a job where 
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Perceived Barriers to Employment 



. 1 . There are no jobs. 

. 2. 1 do not have any experience. 

. 3. 1 do not have much education. 

_ 4. 1 need skills training. 

_ 5. I have too much education for some jobs. 

. 6. I am too old. 

_ 7. 1 am too young. 

. 8. I do not know how to look for a job. 

. 9. I don’t know where to look for a job. 

.1 0. I have bad luck. 

.1 1 . 1 don’t want to lose my welfare money. 

.12. My English is not good. 

.13. 1 can’t get a job because I’m an immigrant. 

.14. 1 have personal problems. 

.15. 1 can’t find a job I like. 

.16. 1 don’t know what kind of job I want. 

.1 7. No one can take care of my children. 

1 8. 1 have no one to take care of the old people in my family. 
.1 9. 1 do not have a car. 

20. 1 can’t get a job because I am a woman. 
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21 . I don’t want to lose my medical coupons. 

22. Another problem I have is 

23. Another problem I have is 

24. Another problem I have is 

Complete these sentences: 

My biggest barrier to finding a job is 

By myself I can 

I need help to 
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UNIT 3 What Job Is For Me? Starting the Search! 



OBJECTIVES 

Participants will: 

- leam about a variety of entry level jobs 

- identify three job titles of interest to her/him. 

- identify different resources for locating jobs. 

- leam how to read job ads / announcements 

MATERIALS 

Handouts: Entry Level Job Descriptions and Pictures 

Pay Per Hour Chart 
Grouping Exercise 
How People Find Jobs 
Who Will Get A Job First 
How to Understand Want Ad Abbreviations 
Want Ad Exercises/ Notes 
Want Ad Abbreviations 

Sample Applications and Resumes (see Appendix) 



Warm Up: BEING A LITTLE AFRAID IS NORMAL. 

PREPARATION IS A GOOD WAY TO CONTROL FEAR. 

TALK POSITIVELY TO YOURSELF. 

ENERGY ALWAYS PAYS OFF. 

KEEP GOING. 

1 ) Facilitator writes these sentences on the board or has them prepared on 

newsprint. 

2) Ask participants what they think the sentences mean. 

3) Encourage participants to use positive attitudes and self talk as they go 

through the job search. Give examples from personal experience so 
participants can see how hard work and a positive attitude pays off in the 
long run! 



* 



o 

ERIC 



8 



1 . Activity : Entry Level Jobs 

Purpose: To explain what entry level jobs are and to identify various entry level 
job titles. Also estimating wages for these jobs will be helpful to participants as 
they decide on the job they want. 

(It may be useful to invite a Job Developer in to talk to the class 
about what entry level jobs are available now in Seattle. Also, to tell the 
class about jobs that clients have gotten recently. Maybe a former client 
can come in, if their schedule allows, and talk to the class about their job.) 

1 ) Brainstorm: Entry level jobs do not require any kind of special training. For 
these jobs experience and personal qualities are more important than formal 
education. Can you think of any? 



waiter/waitress 


electronics assembly worker 


fruit picker 


laundry worker 


housekeeper: hotel 


carpenter 


child care worker 


housekeeper: private home 


delivery person 


janitor 


fast food cook 


truck driver 


security guard 


parking lot attendant 


sales clerk 


kitchen worker 


sewing machine operator 


cashier 


stock clerk 


gas station attendant 


shoe repair 


gardener 


warehouse worker 


packers 


animal caretaker 


construction worker 


house painter 


dishwasher 


maintenance worker 


cafeteria worker 


cannery worker 


food processing plant worker 


jewelry assembler 


office clerk 


copy machine operator 


busperson 


houseman: hotel 


garbage collector 


bank teller 


receptionist 


bus driver 


home health aide 



2) Discuss: Career Ladders 

Purpose: To help participants understand that a first job is not the best job . A 
career ladder is a way to go to a higher job - step by step. Give some examples 
of careers ladders, such as: 5-head cook 

4-cook 

3-cook trainee 

2 -prep cook 
1 -cook’s helper 

Note: Simply introduce the idea here. More exercises about getting ahead are 
in unit 10. 



3) Entry Level Job Descriptions and Pictures. 

- Participants work in pairs. (You may want to pair readers with non- 

- Give each pair two or three job titles. readers.) 

- Participants look at the pictures and talk about what that job requires. 

What do you need to know for that job? 

What are the duties, pay, etc.? 

- The pairs report to the whole class about the job. 

- As each job is talked about ask the questions: 

Can you do that job? If no, why not? 

Do you like this job? Why or why not? 

Do you know someone who does this job? 

How much is the salary per week, per month, per year? Compare 
to welfare. ( Use the Pay Per Hour Chart. ) 

2. Activity : Grouping Jobs 

Purpose: To help participants look at groups of jobs that have similar 
requirements. This will enable them to consider a variety of jobs that they can 
do and like to do. Many jobs will fit into more than one group. 

Also, the talking about the jobs will help participants become familiar 
with different job titles, descriptions and requirements. 

1 . Participants can stay in their groups from the last exercise and use the 
pictures they discussed. 

2. Give each group one copy of Grouping Jobs worksheet. 

3. Participants put the names of jobs they can think of for each category. 
They can use the names of any jobs not just the ones they have pictures of. 

4. In each group one person will be the Writer, one person will be the 
Reporter and one person is a Monitor who will make sure every one 
contributes. 

5. When all are finished write down all the names from every group for 
each category on the board. 

3. Activity: Job Selection 

Purpose: To help participants choose and focus on three job titles of interest. 
Everyone has seen and talked about many entry level jobs and what they 
require. Now using this information they choose what they would like to do. 

1 ) Each participant names three jobs of interest to him/her. 

2) Facilitator asks participants why they chose their particular jobs and writes the 
reasons on the board. Explain that these reasons are job values, or what people 
look for or want (value) in a job. 




10 



4. Activity . How to find a job in Seattle? 

Purpose: To have participants think about different strategies for finding a job 
and compare their job search in Seattle with how they found jobs in their 
countries. 

1 ) Facilitator asks participants about how they found jobs in their 
countries. What did you do? Where did you go? 

2) Brainstorm different ways of getting a job here. 

3) Use Who Will Find a Job First? 

Ask participants “Do you do this in your country to find a job?" 

5. Activity : How People Find Jobs 

Purpose: To relate certain job search activities with particular jobs. This will 
help participants understand what they must do for their personal job objectives. 

1 ) Give participant How People Find Jobs worksheet. 

2) Participants work in pairs to discuss their opinions. 

3) Additional jobs can be discussed and included at the bottom of the 

chart. 

4) Ask each group to share their ideas on the best way to find certain jobs 

and discuss any differences. 



) 

o 




ii 



32 



6. Activity : Reading Want Ads 

Purpose: To give participants practice reading want ads. This will also help 
participants become familiar with the vocabulary of the job market. 

1 ) Newspaper Ads : Explain that ads are found in the Classified Ads section of 
the newspaper. These are also called want ads. There are many different parts 
I the classified ads, called headings. You need to find the heading that is about 
jobs. Different newspapers have different heading for jobs in the classified ads. 
Sometimes you need to look under these headings: Help Wanted, 

Job Opportunities, or Employment to find jobs. 

NOTE: Many headings are not about jobs. For example, some headings are 
about renting an apartment: Rentals. Some headings are about things for sale: 
Sales/Merchandise. 

2) How to read want ads : 

- Facilitator explains the handout, How to Understand Want Ad 
Abbreviations. The short exercises in this handout have some of the most used 
and important abbreviations participants need to know! 

- Participants get a copy of the Abbreviation Dictionary. 

- Explain how to find information on How to Apply from an ad. See notes 
on page 1 . 

- Explain the ways to apply: call for an appointment, go in person and fill 
out an application, and fax or send a resume. Have sample applications and 
resumes to show. 

- Explain that some ads tell about job duties, job requirements and 
preferred qualifications. (See notes on page 2.) 

- Participants do the first two sheets of exercises on abbreviations. One 
sheet is about HowTo Apply and the other is about Requirements, 

Qualifications, and Duties. Participants should be familiar with these terms even 
if they have difficulty reading the ads. These terms will also be found on 
applications and used in interviews. 

- Participants can cut ads from local newspapers or use the third exercise 
sheet included to take information from an ad. Participants work in pairs to help 
each other. 
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PAY PER HOUR 



Pay Per Hour 


Per Week 


Per Month 


Per year 


$4.75 


$190 


$760 


$9,120 


5.00 


200 


867 


10,400 


5.50 


220 


880 


10,560 


6.00 


240 


960 


11,520 


6.50 


260 


1,040 


12,480 


7.00 


280 


1,120 


13,440 


7.50 


300 


1,200 


14,400 


8.00 


320 


1,387 


16,640 


8.50 


340 


1,360 


16,320 


9.00 


360 


1,440 


17,280 


9.50 


380 


1,560 


18,720 


10.00 


400 


1,600 


19,200 


10.50 


420 


1,680 


20,160 
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Groups of Jobs 

Put job titles into these groups. The jobs you put in each group use the same 
skills or abilities. You may use the same job more than once. You can 
name any job you know! 



Group 1 . For these jobs, you have to know how to use a machine : 
example: sewing machine operator 



Group 2. For these jobs, you have to speak well to people : 
example: receptionist 



Group 3. For these jobs, you have to have a strong body : 
example: warehouse worker 



Group 4. For these jobs, you have to work fast : 
example: housekeeper 



o 

ERIC 



35 



Group 5. For these jobs, you have to work well with money , 
example: cashier 



Group 6. For these jobs, you have to work atone. 
example: truck driver 



Group 7. For these jobs, you have to like people , 
example: home health aide 



Group 8. For these jobs, you have to work at night , 
example: security guard 



Group 9. For these jobs, you have to work outdoors , 
example: gardener 



ERIC 
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Who Will Find a Job First? 



All these people are looking for jobs as gas station attendants. 




“I look in the newspaper want ads every day.” 




Linda 

“I look for ‘Help Wanted’ signs in the service stations.” 



) 



from The Working Culture Book 2. Prentice Hall Regents 






Manuel 



‘1 signed up with the Community Helpers Agency. They will call me 
when they find a job opening." 




Luong 



‘T look in the newspaper want ads. Every day I go to five gas stations 
and ask if they have any job openings.” 

Who do you think will find a job first? 

Why do you think so? 



's from The Working Culture Book 2. Prentice Hall Regents 



' 
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HOW TO UNDERSTAND WANT AD ABBREVIATIONS 


Businesses usually use abbreviations in want ads. Want ads cost money and 
long ads cost more money. An abbreviation is a short way to write a word. 
These rules will help you read abbreviations. Some people use different 
ahhreviations for the same word: experience = exp. or exper. or expr. 


Rule 1 . 


Some abbreviations are the first letters of words, 
eve. = evening 
nec. = necessary 


Rule 2. 


Sometimes people take out letters (especially vowels): 
gd. = good 
bfts. = benefits 


Rule 3. 


Some abbreviations are the first letter of each word. Sometimes these 
abbreviations have a slash (/). 




p/t = part-time 
hs = high school 



Rewrite the ads with the correct words for the abbreviations. Use your Want Ad 
Abbreviation List. 

Example: The ofc. hrs . are 8 a.m . to 5 p.m .. M-F. 



The office hours are 8 in the morning to 5 in the afternoon , Monday, 
through Friday. 

1 . Driver, m/f nnin. of 2 yrs. exg., sal. DOE . 



2. Grt . oppt . For intrvw . call Mary Gordon 425/336-7659 ext. 12 bwtn. 10 and 1 



3. Perm . P/T position. Must work wknds . Beg , immed . 



4. F 7T sales clrk . Exp , nec . Management bkard . pref . 



5. Sm. ofc. nds . organized ind. to work copy machine. Fax res. to 206/346-0900. 



0 



Work with a partner. Read the want ads. Then fill in the chart. 




Job Title 


Child care/ 
Housekeeper 






How to Apply 








Job Requirements 








Preferred 

Qualifications 




1+ years 
experience 




Job Duties 








Other Information 
about the Job 






Day shift in PC 
company 
Good pay 
Full-time 
Permanent 



BEST COPY AVAILABLE 



from Aoolv Yourself, Longman 



O 
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HOW TO UNDERSTAND INFORMATION 
ABOUT JOB REQUIREMENTS. QUALIFICATIONS. 
AND DUTIES 

Here is some information you can find in want ads: 

• The skills, experience, personal qualities, and other things you need to 
do the job 

• Other skills or experience that employers want 

• The work you will do at a job 

You need to read a want ad very carefully to find out if you can do the job. 



; Requirements: Skills, experience, personal qualities, and other things you need 

. for the job. For example, drivers need a driver's license and sometimes a car. 

Dental hygienists need a certificate. When you see must , required (reef'd.), 

necessary (nec.), or minimum (min.), these are job requirements. 




-FAMILY DAY CARE 
^CENTER AIDE seeking 
^energetic, creative indiv. for 
F/T pos. to help organize 
games, music and art. Expen 
face Most be 21 yrs. or 
^ olden. Bilingual preferred. 




Preferred qualifications: Skills, experience, and other things that employers 
want. You do not need to have these, but they will help you get the job. When 
you see preferred (pref.), helpful , desired , or a plus (a +), these are preferred 
qualifications. 

£eamely day care 

^CENTER AIDE seeking 
-energetic, creative indiv. for 
0F/T po&~ to help organize 
v games,, music and art. Expen 
^fhec. Must be 21 yrs. or older. 

^BUlnguaf p ref e r red. 

<w s 



Job duties: The work you will do at a job. For example, apartment managers 
collect rent and fix things. When you see responsible for (respon. for), to help, 
or duties include (duties incl.), these are job duties. 




: DAY CARE 
AIDE seeking 
gjgpergetic»: creative indiv. for 
JjOT pos. jtor help organize 
jggaines, inusfeand art. Expen 
^nec^Must be 21 yrs. or older. 
^Bilingual preferred. 

cjpfc' ^ F ;t - . . 



from AddIv Yourself. Longman 



BEST COPY AVAILABLE 
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9 / 1 


HOW TO APPLY FOR A JOB 


|/J 


A want ad gives a lot of information in a small space. When you find an ad for 
a job that you want, you need to read it carefully to find out how to apply for 
the job. There are three ways to apply for a job: 

• Call the company and make an appointment 

• Go to the company and fill out an application. 

• Send or fax a resume to the company. 



24 ON YOUR OWN 

Read the want ads. Find out how you should apply for each job. Write 
the information. 



1 . 



Medical asst. P/T 
Lie. required. X-ray exp.^T 
helpful but will train. Far 
resume: 707*443-5626. 

Jana. . : l 




Fax resume: 707-445-5626 
Attention: Jana 



2. 



Fainter M/F. Need (m' dir 
and tools. Temp, position. > 
Call 914-0201. Ask for BenS 







3* ^ Security goari j/^ 

^S . TM 7 . Good^: 

. . needed. Apply 
^43 Montgomery #600/ 





J BEST COPY AVAILABLE 

er|c 



from AddIv Yourself. Longman 
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1 . 



2 . 



3 . 



4 . 



5 . 



Work with a partner. Read the want ads. Then fill in the chart. 



Counterperson. Must bc*^ 
friendly and reliable. Resp.: 
for some baking and customer 
service. Second lang. a +. - 



Office clerk — to help witfc 
mail and typing. PC skills^ 
desired. Must be careful w/ 
details and a fast learner. . 



Parking attendant. Duties 
incl. parking cars and 
collecting fees. Gd. driving 
record nec. Exper. pref d. but 
will train. 



Custodian/Janitor. Resp. for 
clean-up and warehouse 
maintenance. Early AMs 
req’d. Own tools helpful. 



Bookkeeping assistant — 
Duties incl. filing and assisting, 
bookkeeper. Tax knowledge 
helpful. Min. 1 yr. expet. 



Job Duties Job Requirements Preferred Qualifications 



Responsible for 
some baking and 
customer service 


Must be friendly 
and reliable 


5 econd language 
a plus 




































HOW TO UNDERSTAND OTHER INFORMATION 
ABOUT THE JOB 

In many want ads, you can learn other information about the job. Sometimes 
you can find out this information: 

• The hours 

• The salary 

• If the job is part-time or full-time 

• If the job is temporary (for a short time) or permanent (for a long time) 



) 
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from ApdIv Yourself. Longman 



A 




E 




acct 


account 


elect 


electric 


acctg 


accounting 


electr 


electrician 


admin 


administrative (managing) 
administration (management) 


EOE 


Equal Opportunity Employer 


adv 


advertising 


etc 


and so forth 


advg 








phone 


morning 


eves 


evenings 


a.m. 








appt 


appointment 


excl 


excellent 


apt 


apartment 


exec 


executive 


asst 


assistant 


exp 


experience 


ass’t 




expr 




avail 


available 


exper 

exp’d 


experienced 


B 




ext 


telephone extension (each in a 
co. has its own ext. number) 


bkgrd 


background 


F 




beg 


begins 


flex 


flexible 




beginning 


ftr 


future 


bfts 


benefits 


F/T 


full-time 






f/t 




btwn 


between 






bkkp 


bookkeeper 


G 




bkkpr 






bldg 


building 


gd 


good 


bus 


business 


gen 


general 






gen’l 




c 




grad 


graduate 


elk 


clerk 


grt 


great 


clrk 








CO 


company 


H 




coll 


college 




com 


commercial (dealing with 


hosp 


hospital 


comm 


business) 






corp 


corporation 


hqtrs 


headquarters (main 








office) 






hr 


hour 


D 




hrly 


hourly 


dept 


department 


hskpr 


housekeeper 


dpt 




hs 


high school 


dir 


director 






div 


division (part of a company) 


1 




DOE 


depends on experience 


immed 


immediate/ immediately 


dr. lie. 


driver's license 


incl 


include/ including 


dys 


days 


ind 


industrial 
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indiv 


individual 


intrvw 


interview 


p.m. 


afternoon 


J 




pos 


position (job) 


jr 


junior (beginner or assistant) 


P.O. 


Post Office 


K-L 




pref 


prefer 






prefd 


preferred 


K 


thousand (18K = $18,000) 


pres 


president 


<g 


large 


prod 


product/ production 


lie 


license 


prr 


part-time 


It 


light (a little) 










Q-R 




M 




rec 


receiving (taking in) 


mach 


machine 


reept 


receptionist (person who greets 


m/f 


male or female 




people) 


manuf 


manufacturer (co. that makes 


refs 


references 


mfgr 


things) 






mf 


manufacturing 


req’d 


required 


mech 


mechanic 


res 


resume 




mechanical 






med 


medical 


nrn 


room 


mgment 


management 






mgmt 








mgt 




s 




mgr 


manager 


sal 


salary 


min 


minimum 


sec 


secretary 


mktg 


marketing (finding new ways to 


secy 






sell things) 


sks 


seeks (is looking for) 


mo 


month 


sm 


small 






sr 


senior (experienced, high ranking 


N 




sup 


supervise 


natl 


national 


suprvr 


supervisor 


nds 


needs 


supp 


supply/ supplies 


nec 


necessary 


supt 


superintendent (manager) 


0 




T 




ofc 


office 










tech 


techn ical/techn ician 


op 


operate / operator 


temp 


temporary(not permanent) 


opr/oper 




tel/ tele 


telephone 


oppty 


opportunity 


tr 


trainee 


org 


organization 


tm 






organized 


tme 




P 




typ 


typing/ typist 


PBX 


telephone switchboard 






perm 


permanent 


u-v 




pit 


plant (factory) 


vp 


vice-president 
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w 




XYZ 




w/ 


with 


yr 


year 


wk 


week 


yrs 


years 


wkly 


weekly 






wknds 


weekends 






wpm 


words per minute 






WSDL 


Washington State Driver's 








License 
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Unit 4 JOB HUNTING - HOW TO APPLY 

OBJECTIVES 
Participants will: 

- understand and discuss their responsibility for job search activities. 

- learn and practice how to inquire about a job and ask for an 

application 

- begin to learn howto fill out job applications 
MATERIALS 

Handouts: Who’s Responsible? 

What Manager's Look for in Job Applications 
Application Practice 
Application Rating Form 
Asking for a Reference 
Application Glossary 
Sample Application 
Personal Information Form 
Good Application / Bad Application 
Video You’re Hired 

Blank Job Applications 

Warm Up : Who’s Responsible 

Purpose: To help participants understand what they must do and what other 
people can do as they look for work. Participants should understand that there 
is a lot of help for them but that there are responsibilities that belong to them 
only. 

1 ) Facilitator reads statements to the class and asks if they agree or 
disagree. 

2) Discuss the answers given. 



1 . 


Other people can help you get a job. 


yes 


no 


maybe 


2. 


If you are the first person to apply you will get the job. 


yes 


no 


maybe 


3. 


If you are qualified for a job, the company has to hire 


yes 


no 


maybe 




you. 






maybe 


4. 


You should learn how to fill out a job application before 


yes 


no 




you look for a job. 






maybe 


5. 


If you go to a training program, you will get a job. 


yes 


no 


6. 


If you go to a job developer, they will find you a job and 


yes 


no 


maybe 




send you to work. You don’t have to go to interviews 
or fill out job application. 






maybe 


7. 


If you go to an employment agency they will look for a 


yes 


no 



job for you. You should just stay home and wait. 



o 
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2.) Brainstorm: What are some things to do in a job search? 

Facilitator writes these on the board. 

Some things to do are given below. 

Participants use worksheet to put these things to do in a column depending on 
who they think is responsible for doing them. (One thing can be on both lists.) 



o 
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3. Activity : Role-Play / Video - Introducing yourself and asking for a job 
application. 

Purpose: To practice asking for an application and showing interest in a job. 

Facilitator prepares each person with their own script and shows the 
beginning of the video You’re Hired until the place where the students ask for 
applications. After watching people modeling this, participants practice with the 
facilitator 

1 ) Ask each person: 

“What job are you looking for?” (If they say they don’t know, then 
suggest something you think is good for them just for the practice.) 

“Do you have experience for this job?” If yes, ask the person to 
describe their experience, what they did and for how long. If no, tell the person 
to NEVER just say ‘no’. Always say, “No, but I can learn the job. If you show me 
I can do it!” If the person has some related life experience they can talk about 
that - say, if a woman is looking for a housekeeping job and has been a 
homemaker for many years. 

2) Give the students individual scripts about their experience write these 
on the board. Participants copy their sentences. 

3) Show video You’re Hired. Stop at the place where students ask for an 
application and practice asking for an application. This exercise repeats and 
reinforces the beginning of the activity - step 1 above. 

The role play can go something like this: 

Each participant gets a turn in front of the class. 

Emphasize good eye contact, clear speech and asking for meaning 
if they don’t understand something you say. 

Encourage class to oive feedback - “Did he/she do a good job?” 



Participant : “Hello, my name is . I’m looking for a job as 



Facilitator : “Hello, nice to meet you. My name is . 

Do you have experience for this job?” 

Participant : “Yes/ No, .” 

Facilitator “Take this application and fill it out. Return it to me and we 
will call you for an interview if we need you.” Give out sample applications . 



4. Discussion : Applications, Good/ Bad 

Purpose: To make is clear how important it is to have a good application. To 
help participant understands how to fill out an application properly. 

1 ) Have copies of a good application and a bad application. 

Ask participants which applicant they would call for an interview. Why? 
Discuss: “Why do you think the way an application looks is important to the 
employer?” 

Brainstorm what makes a good impression. 

2) Handout - What Managers Look for in Job Applications 

Facilitator goes through guidelines for good applications. 

5. Activity : Practice 

Purpose: To break down the application into its sections and practice one 
section at a time. This exercise will be time consuming and will probably extend 
to Unit 5. Use the practice sheets provided and when each section is 
completed have participant copy the information onto the practice application . 

The sections are: 

1. Personal Information 

2. Job Desired 

3. Work History 

4. Education 

5. References - Remind participants to write the names of people to be 
references only AFTER asking their permission. Read the dialog together to 
practice. Participants can practice asking the facilitator for a reference. 
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6. Activity: Rating Applications 

Purpose: To encourage participants to help each other. People generally leam 
what they teach. 

Participants should have applications given out in the role-play exercise #2. 
Participants fill these out and then participants rate each other's applications for: 

1 . neatness (no cross outs) 

2. printing (handwriting to be used only for signature) 

3. pen (not pencil) 

4. completeness (no empty spaces, use N/A if you cannot answer a 

question.) 

5. information in correct spaces. 



Name 


YES (2 points) 


NO (0 points) 


1 . neat ( no cross outs) 






2. print (not script) 






3. pen (not pencil) 






4. complete (no empty spaces) 






5. information in correct spaces 








Total: 





Participants work in pairs and rate each others applications. Participants with 
totals of 10 are recognized. 

7. Take Home Activity: Personal Data Form 

Purpose: Participants will practice filling out their information at home on their 
own. They’ll have a completed general application to refer to and copy from. 
This will help them when they are on their own filling out applications. 

Also, the Personal Data Form is something they will take with them 
as they look for work. They can use it to simply copy their information onto any 
application. 

Forms will be checked carefully for completeness and accuracy when 
they are returned . 



Who’s Responsible? 



go to job interviews call employers about job openings 

fill out job applications look for jobs in the newspaper 

go to companies to find out call the employer to find out if you got the job 
about job openings 

make an appointment for a job interview 



You Have To 


The Job Counselor Has To 







What Managers Look for in Job Applications 



• Print or type your application. Use handwriting (script) only when you sign 

our same (write your signature) at the end of the application, (Jowl Jo m). 

• Use a pen not a pencil. 

• Print neatly and carefully. 

• Do not cross out words. 

• If you make a mistake ask for a new application or use correction fluid and 

print the information again. (You can make a copy of the application for 
practice and then copy the information onto the original.) 

• Follow instructions carefully. Print the correct information in the correct 

spaces. 

• Answer all of the questions about yourself, your experience, and your 

education. 

• Print N/A (not applicable) in the correct space if you really cannot answer a 

question. For example, if you do not have a driver’s license you can write 
N/A on the application instead of a license number. 

BE CAREFULll 

Do not fill out parts of some applications. For example, do not print 
information in these spaces: 

FOR COMPANY USE ONLY 

FOR OFFICE USE ONLY 

DO NOT WRITE BELOW THIS LINE 

DO NOT FILL OUT SPACE BELOW THIS LINE 

DO NOT WRITE IN SHADED AREAS 
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PERSONAL INFORMATION 



Here is the first part of a job application. Fill out information about yourself. 



APPLICATION FOR EMPLOYMENT 


PERSONAL INFORMATION 






Social Security 
















t 


Last 




First 


Middle 








Street 




City 


State ZIP 






Street 




City 


State ZIP 



On some job applications, you need to print information in a very sma 
space. Copy the information you filled out in Exercise 9. Be sure that 
your printing is small. 



APPLICATION FOR EMPLOYMENT 


PERSONAL INFORMATION 




taaMtaM«v 








un 


fern 


IMS* 




StTMt 






Sawt 





Here is part of a job application. Fill out information about yourself. 



Are you currently employed? 
Dyes d No 


If yea, can we speak to your present supervisor? 

d Yes 0 No - 


Have you ever worked or attended 
under a different name? Q Ym 


school 
i d No 


l( yes. give otner name(s) used: 


Are you 18 years ot age or older? 
dyes d No 


If under 

dy< 


18, can you submit a work permit? 



from ApqIv Yourself. Longman 



s best copy available 
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POSITION DESIRED 



Here is the Position Desired part of a job application. Fill out 
information about yourself. 



POSITION DESIRED 



MINIMUM SALARY DESIRED 



DATE AVAILABLE FOR WORK 



FULL-TIME 



□ 



TYPE OF EMPLOYMENT DESIRED 
PART-TIME □ TEMPORARY □ 



PERMANENT 



□ 



DAYS AND HOURS YOU ARE AVAILABLE TO WORK; 



Houra 


SUN 


MON 


TUES 


WED 


THURS 


FRI 


SAT 


From 
















To 

















* 




WHAT DO YOU THINK NOW? 



Discuss these questions with your classmates. 

1. What is some information you need to fill out on job applications in 
this country? 

2. Why do managers want to look at job applications before they meet 
job applicants? 

What do managers think is important when they look at job 
applications? 



from Annlv Yourself. Longman 

) 



O 
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EDUCATION 



Here is the Education part of a job application. Fill out information 
about yourself. 



EDUCATION 


NAME ANO LOCATION OF SCHOOL 


CIRCLE LAST 
YEAR 

COMPLETED 


DIO YOU 
GRADUATE? 


SUBJECTS STUDIED) 
ANO OEGREES 
RECEIVED 


GRAMMAR SCHOOL 






i □ Yes 








□ No 




HIGH SCHOOL 




12 3 4 


□ Yes 






□ No 




COLLEGE / 




12 3 4 


□ Yes 




UNIVERSITY 




□ No 




TRADE/ 




12 3 4 


□ Yes 




TECHNICAL SCHOOL 




□ No 





from AdpIv Yourself. Longman 



O 

ERIC 
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WORK HISTORY 



if you were known by a different name during your employment ai locations noted below, please provide the name<s) 

you used for venfication purposes: 

List most recent employers first, then follow in order with earlier ones. Explain gaps in wortt history of mom than one month s duration. We will check references. 



EMPLOYMENT HISTORY 



NAME AND ADDRESS 


oaths worked 






RATE 


REASON 


OF PREVIOUS 


Prom 


To 


POSITION 


SUPERVISOR 


OF 


FOR 


EMPLOYER 


Mo 


Yr. 


Mo 


Yr. 






PAY 


LEAVING 


Co. 














Start 




Address 














i-tnrwi 





cav 



Stale 



Phone: 



Description of mafor duties. resoonstolUtles. accomplishments: 



Explanation of Employment Gao: 



NAME AND ADDRESS 


OATES WORKED 






rate 


REASON 


OF PREVIOUS 


From 


To 


POSITION 


SUPERVISOR 


OF 


FOR 


EMPLOYER 


Mo 


Yr 


MO 


Yr. 






PAY 


LEAVING 


Co. 














Start 




Address 














Firinh 





cay 



Stale 



Phone: 



Description ol major duties, responsibilities, accomplishments: 



\ xptanatlon of Emoloyment Gao: 



NAME AND ADDRESS 


DATES WORKED 






RATE 


REASON 


OF PREVIOUS 


From 


To 


POSITION 


SUPERVISOR 


OF 


FOR 


EMPLOYER 


Mo 


Yr. 


Mo 


Yr. 






PAY 


LEAVING 


Co, 














Start 


i 


Address 














Finish 





cay 



Stale 



Phone: 



Description of major duties, responsibilities, accomplishments: 



Explanation of Employment Gao: 



best COPY AVAILABLE 



') 





from AopIv Yourself. Longman 



REFERENCES 



Ask three people if you can use their names as references. Try to ask 
people who speak English well. Then write the information about your 
references on this part of a job application. 



REFERENCES 

' List the names and address of three people (not relatives) who have known you lor at least one year. 


1. Name 


Occupation 


Relationship 




Address 


Telephone 


Years Known 


2. Name 


Occupation 


Relationship 


Address 


Telephone 


Years Known 


Name 


Occupation 


Relationship 


Address 

T - 


Telephone 


Years Known 



from Anoiv Yourself. Longman 



O 

ERIC 
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APPLICATION RATING FORM 



Name 


YES (2 points) 


NO (0 points) 


1 . neat ( no cross outs) 

2. print (not script) 

3. pen (not pencil) 

4. complete (no empty spaces) 

5. information in correct spaces 






















Total: 





APPLICATION RATING FORM 



Name 


YES (2 points) 


NO (0 points) 


1 . neat ( no cross outs) 

2. print (not script) 

3. pen (not pencil) 

4. complete (no empty spaces) 

5. information in correct spaces 






















Total: 





Asking for a Reference 



Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

Yen: 

Sophal: 

i 

/ 



) 

o 

ERIC 



Hello? 

Hi, Sophal. This is Yen. How are you? 

Fine, thanks. And you? 

Pretty good. I’m looking for a job as a hospital orderly, and I’m 
filling out job applications. Can I ask you a favor? 

Sure. 

Could I use your name as a reference? 

I’d be happy to be a personal reference. 

Thank you. Let’s see. Could I check the spelling of your last 
name? Is it P-H/ -O-R-N? 

That’s right. 

And, may I have your address, please? 

2830 16th Ave. SW. 

2830 16th Ave. SW? 

Right. 

Thanks a lot, Sophal. 

You’re welcome. And good luck! 

Thanks. Good-bye. 

Good-bye. 
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APPLICATION GLOSSARY 




N/A - not applicable, doesn't apply to you 
previous - from the past 

currently - at this time (Are you currently employed? = Are you working 

now?) 



submit - show (Can you submit proof of your age?) 



Personal Information: 

date 

dates, (from, to) 
name (last, first) 

M.l. - middle initial; the first letter of you middle name 

present and permanent address - use the same address for both 

business telephone - phone number where you work. Use N/A if not 

working. 

emergency number - a phone number of a person who your manager can 
call if you need help at work if you become very sick or have an 
accident. 

other last names used - a name you used before (for a women, your name 
before marriage) 

legally eligible for employment or legally authorized or permitted to work - 
you can work in the U.S. (you have a Social Security card and a 
picture I.D.) 

felony/ criminal violation - problems with the police or the law 

Position Desired - job that you want 

job title - the name of the job you want 
date available - the date you can start to work 
immediately - right away 
schedule - days and hours you can work 

shift - part of the day you can work. Some companies have three shifts: 
day shift (7:00 a.m. - 3:30 p.m.) 
swing or evening shift (3:00 p.m. - 1 1:30 p.m.) 
night shift or graveyard shift (11:00 p.m. - 7:30 a.m.) 
full-time - usually 35 - 40 hours a week 
part-time - usually less than 35 hours a week 
temporary - for a short time 
permanent - for a long time 
salary - amount of money an hour you are paid 
salary desired - how much pay do you want (write OPEN) 
minimum salary desired - what is the lowest salary you will take 



o 

ERIC 
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Work History 

You need to give the name and address of you past employer/company. 
Start with you last job and go backwards from that one. 



supervisor's name - name of the person who told you what to do at work 
dates - “from” - write the date (mo/yr) you started 
“to” - write the date (mo/yr) you finished 
duties - write three or four of your job duties (what you did at work). Use 
the past tense for past jobs, and present tense for current job. 
reason for leaving - why you left your last job. Some reasons are: 
emigrated = I left my country 

moved = I went to another city to live 

better opportunity = I found a job with a better salary, or 

I found a job I liked more than my old job 
promotion = I got a better job in the same company 

career change = I found a different kind of job 



Do not mite negative reasons for leaving like fired, personality 
conflict, personal problems or illness. You may be able to say terminated, 
career change, or growth opportunity to explain these in a positive way. 



Education 

name and address of school - start with your first school’s name, 

city/country 

years completed - how long you went to the school (ex. 3 years) 
dates attended - write the month/year started and month/year finished. 

(ex. 1/73 - 5/74) 

graduated - completed your education at that school 
diploma or degree - write diploma if you graduated high school 

If you graduated from a technical school, college or university write 
the type of degree or certificate you received. 
major - the most important subject you studied 



References 

reference - a person who knows you and can tell a manager about you. 
Relatives (sisters, brothers, aunts, cousins, etc.) cannot be 

references. 

professional reference - a person who knows about your work. ex. 

supervisors or co-workers, teachers 
personal references - friends 



ERIC 
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REVIEW 



Here is an example of a job application. Fill out information about 
yourself, the position you want, your education, your work history, and 
your references. You can use your Personal Data Form on pages 140-143. 
Print neatly. Use correct punctuation and capitalization. 

Application For Employment 



ADDRESS 


WORK PHONE NO. 


CITY STATE ZIP CODE 


SOCIAL SECURITY NO. 


POSITION DESIRED 


SALARY OESIRED 




HAVE YOU EVER BEEN EMPLOYED BY US? 
□ yes □ NO ifyes. WHERE? 




GENERAL INFORMATION 



ARE ANY OF YOUR RELATIVES EMPLOYED BY US? 
□ YES n NO LOCATION 



RELATIONSHIP(S) 

HAVE YOU BEEN CONVICTED OF ANY FELONY CRIME IN THE LAST SEVEN YEARS? 
□ YES 1~1 NO IF YES. EXPLAIN: 




\ 



ARE YOU UNDER 18 YEARS OF AGE? LJYES 1-1 NO 



DO YOU DESIRE: 

| | FULL-TIME □ PART-TIME □ TEMPORARY 



PLEASE INDICATE THE HOURS THAT YOU ARE AVAILABLE TO WORK ON EACH OF THESE DAYS: 



FROM (Hours 


SUNDAY 


MONDAY 


TUESDAY 


WEDNESDAY 


THURSDAY 


FRIDAY 


SATURDAY 
















TO (Hoursl 

















Should your availability change during the course of your employment It may Impact your employment status baaed upon our business 
needs. While we may be able to accommodate your availability limitations upon hire, we do not guarantee that we will be able to support these 
limitations In the future. Should our business needs change, we may require an ad|ustment In your availability. 



EDUCATION 


SCHOOL NAME 


ADDRESS | 


FROM 1 


TO 


|OEGREE/DIPLOMA 


HIGH SCHOOL 




BUSINESS/VOCATION SCHOOL 










COLLEGE/UNIVERSITY 










COLLEGE/UNIVERSITY 












best copy available 
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jl WORK EXPERIENCE | 


COMPANY 


PHONE NUMBER 


ADDRESS 


STREET 


CITY 


STATE 


ZIP 


EMPLOYMENT DATES 
FROM: 


TO: 


POSITION HELD 


STARTING SALARY 


PRESENT/FINAL SALARY 


IMMEDIATE SUPERVISOR 


DUTIES PERFORMED 




REASON FOR LEAVING 






COMPANY 


PHONE NUMBER 


ADDRESS 


STREET 


CITY 


STATE 


ZIP 


EMPLOYMENT DATES 
FROM: 


TO: 


POSITION HELD 


STARTING SALARY 


| FINAL SALARY 


IMMEDIATE SUPERVISOR 


DUTIES PERFORMED 




REASON FOR LEAVING 






COMPANY 


PHONE NUMBER 


ADDRESS 


STREET 


CRY 


STATE 


ZIP 


EMPLOYMENT DATES 
FROM: 


TO: 


POSITION HELD 


STARTING SALARY 


FINAL SALARY 


IMMEDIATE SUPERVISOR 


DUTIES PERFORMED 




REASON FOR LEAVING 







, j REFERENCES 



UST THREE 

personal or 


NAME 


PHONE NUMBER 


YEARS KNOWN 


RELATIONSHIP 


PROFESSIONAL 

REFERENCES 








(NON-FAMILY 

MEMBERS): 









PLEASE READ CAREFULLY: ... L „ . , 

All of our employees may be bonded, and a thorough investigation will be made. It is vitally important that all questions 
accur ately as r eq u ested. I understand and agree that if hired, my employment may be ter min a ted at any time if I inaccurately p 
or omitted information upon completion of this form or when such facts are discovered by my employer. . 

I hereby certify that my answers to the questions on this application are true and correct to the best of my knowledge, gveyon, e 
employer, or the applicable subsidiary, the right to verify all requested information and to otherwise investigate my qualfflcatioM for 
em plo yment which may include, bnt not be limited to, securing additional information. I understand that a bonding and secnritymvm- 



S^o^y ^Tv^^Wo™^« ^b^Su^»pe«mal Interview, with third pmties,such a, ^ 

financial sources, friends, neighbors, or others with whom I am acquainted. I hereby release all persons from any ty 

this in v e sti gation. . . . _ 

I understand that any offer of employment is conditioned upon the satisfactory completion of this verification process and tnat me 
company wifi hire only those individuals who are legally authorized to work in the United States and who present acceptable proof or 



their lawful employment status and identity. 



APPLICANTS SIGNATURE 



DATE 



FOR COMPANY USE Or 


SALARY | PAY GRADE |Q EXEMPT 0 NON-EXEMPT 


| DATE JOB OFFERED 


DEPARTMENT/STORE NO. 1 


| EMPLOYEE NO. 


POSITION 


HIRED BY J 



o 
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rest copy available 
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